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Week of June 5, 2017 

 

Subject:     New Payment Terms, Net 21 Days  

Audience:  Procurement Directors, Finance Directors 

 

The SCEIS Team is pleased to announce that an option to print Net 21 days on the 

Purchase Order form is now available.  This change was made to assist agencies with 

compliance to the South Carolina Code of Laws 29-6-30, Time and manner of making 

payment to contractors and subcontractors. To print Net 21 days, follow the steps 

below. 

Step 1: Display the Purchase Order (PO). 

 

 

 

 



Weekly Update 
Week of June 5, 2017 

 

 

Step 2: Place the PO in Edit mode.  

 

Step 3: Search for Terms of Payment. 

 Go to the Header tab (1) 

 Select the Payment  function (2) 

 Select the Payment Terms Match Code (3) 

 Select Start Search (4) 
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Scroll down to highlight net 21 days.  Then click OK. 
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Step 4: Update PO’s status to “Ordered.”  

Click the Order button.  The PO will scroll ( ) while all of the programs, tables, and 

software data elements are changed and updated.  

 

 

 

Select the Refresh icon to refresh the PO. 
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Step 5: View and print the updated PO. 

The PO’s status will then be updated to Ordered.  Select Print Preview, then select 

Open to view the PO. 
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The PO indicates the Payment Terms of 21 days and is available to print. 

 

 
 

If you have questions about this information, please contact the SCEIS Service Desk at 

(803) 896-0001 (select option 1 for SCEIS help) or use the email form available at the 

following link: http://www.sceis.sc.gov/requests/. 

 

http://www.sceis.sc.gov/requests/

